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PART III 

Education Department 

NOTIFICATION 

No. O&M (5)/75811/11/DPI. 1st July 2013. 

Details of Services as per Kerala State Right to Service Act, 2012 under the Directorate of Education is 
published herewith 


Details of Service offered by Office of the Deputy Director of Education 


SI. 

No. 

Name of 

Activity 

Designated 

Officer 

Time Limit 
in Days 

First Appellate 
Authority 

Second Appellate 
Authority 

(1) 

(2) 

(3) 

(4) 

(5) 

(6) 

1 

Compassionate Employment 

Application 

DDE 

25 Days 

DPI 

Government 

2 

Retirement Benefits Applications 

DDE 

30 Days if in 
Full shape 

DPI 

Government 

3 

Issue of NOC to obtain Indian Passport 

DDE 

7 Days 

DPI 

Government 

4 

Approval of Appointment of School 
Manager in Aided School 

DDE 

15 Days 

DPI 

Government 

5 

Change of Management without change 
of ownership 

DDE 

15 Days 

DPI 

Government 
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(1) 

(2) 

(3) (4) 

(5) 

(6) 



6 

Proposal for Recognition of Schools 

DDE 

15 Days if in 

Full shape 

DPI 

Government 

7 

Issue of LPC & NLCs 

DDE 

20 Days if in 

Full shape 

DPI 

Government 

8 

Accident Claim Settlement 

AA 

As per the 
availability of Fund 

DDE 

Government 

9 

Admission to TTC Course 

DDE 

As per Government 
Notification 

DPI 

Government 

10 

Admission to TTC Course 
(Self Financing) 

DDE 

Normally in the 
month of July 

DPI 

Government 

11 

Decision of the complaints against 
Employees & Teachers 

DDE 

30 Days/as per Rules 

DPI 

Government 

12 

Application for Conveyance Allowance. 

DDE 

7 Days 

DPI 

Government 


Details of Service offered by Office of the District Educational Office 


SI. 

No. 

Name of 

Activity 

Designated 

Officer 

Time Limit 
in Days 

First Appellate 
Authority 

Second Appellate 
Authority 

1 

Condonation of Age of High School 
students 

DEO 

21 Days 

DDE 

Government 

2 

Counter Signing of TC 

DEO 

3 Days 

DDE 

Government 

3 

Distribution of Scholarships 

DEO 

As per the 
availability of Fund 

DDE 

DPI 

4 

Supply of Informations & 

Documents as per RT1 Act 

PA 

30 Days 

DEO 

State Information 
Commissioner 

5 

Applications for Accident 

Claim of Students 

DEO 

1 Week 

DDE 

DPI 

6 

Submission of List for Minority 

Scholarship, IEDSS & Disbursement 

DEO 

As per the 
availability 
of the Fund 

DDE 

DPI 

7 

Application for Retirement Benefits 
of Aided School HMs. 

DEO 

20 Days if the 
Application is 
in Full shape 

DDE 

DPI 

8 

Enquiry against the Employees & 
Teachers 

DEO 

Time Bounded 

DDE 

DPI 

9 

Pension Application of 

Aided School HMs. 

DEO 

20 Days if the 
Application is in 
Full shape 

DDE 

DPI 

10 

Recommendation for School DEO 

upgradation and opening of New School 

45 Days 

DDE 

DPI 

11 

Sanction for Study Tour of 

High School Students 

DEO 

7 Days 

DDE 

DPI 

12 

Inspection and submission of 
reports on Centrally Sponsored 
Programme (Eg: Madrassas 
Modernisation) 

DEO 

Time Bounded 

DDE 

DPI 

13 

Other Petition & Complaints 

DEO 

20 Days after 
receiving the 
Application 

DDE 

DPI 
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Details of Service offered by Office of 

the Assistant Educational Office 


SI. 

No. 

Name of 

Activity 

Designated 

Officer 

Time Limit 

in Days 

First Appellate 
Authority 

Second Appellate 
Authority 

1 

Sanctioning of Pension of Government 

Aided Schools Staff 

AEO 

15 Days 

DEO 

DDE 

2 

Collection of List of Pupils Eligible for 

various Scholarships and timely 

disbursement of Scholarships 

AEO 

30 Days 

DEO 

DDE 

3 

Distribution of Financial Assistance 

to IED Pupils. 

AEO 

30 Days 

DEO 

DDE 

4 

Implementation of Noon- Meal 

Programme 

AEO 

5 Days 

DEO 

DDE 

5 

Granting exemption from minimum 

age for Admission to Std. I 

AEO 

5 Days 

DEO 

DDE 

6 

Granting Permission for Study 

Tour from Schools 

AEO 

2 Days 

DEO 

DDE 

7 

Supply of Information & 

Documents under RT1 Act 

SS 

30 Days 

AEO 

State 

Information 

Commissioner 

8 

Conveyance Allowance Applications 

ss 

7 Days 

AEO 

DEO 

9 

Enquiry in the Complaints against 

Teaching & Non-Teaching Staff 

AEO 

15 Days 

DEO 

DEO 

10 

Approval of Appointment of Manager 

involving property charge 

AEO 

5 Days 

DEO 

DPI 

11 

Approval Appointment of Manager not 

involving property charge 

AEO 

15 Days 

DEO 

DPI 

12 

Conduct of Navodaya Exam. 

AEO 

Time Bounded 

DEO 

DPI 

13 

Accident Insurance Claim of Pupils 

AEO 

7 Days 

DEO 

DPI 

14 

Countersigning of T. C. 

AEO 

2 Days 

DEO 

DDE 

15 

Other Complaints 

AEO 

20 Days 

DEO 

DDE 
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Details of Service Offered by Schools 

SI. 

No. 

Name of 

Activity 

Designated 

Officer 

Time Limit 
in Days 

First Appellate 
Authority 

Second Appellate 
Authority 

1 

Extract of Admission Register 

HM 

5 Days 

DEO/AEO 

DDE 

2 

Date of Birth Correction 

HM 

10 Days if the 
Application is 
in Full shape 

DEO/AEO 

DDE 

3 

Issue of Transfer Certificate, 

SSLC Card 

HM 

5 Days 

DEO/AEO 

DDE 

4 

Issue of Duplicate T. C. 

HM 

20 Days 

DEO/AEO 

DDE 

5 

Forwarding Application for Duplicate HM 

SSLC Book, Date of Birth Correction 
and sending of Filled up Duplicate Book 

10 Days if the 
Application is 
in Full shape 

DEO/AEO 

DDE 

6 

Forwarding List of Pupils for Scholar ships, HM 

Noon-Meal & List of CWSN 

Pupils, SC/ST, OBC Girls, OEC, BPL 

Girls (Forward Caste) 

10 Days 

DEO/AEO 

DDE 

7 

Distribution of Lumpsum Grant, 
Monthly Stipend & other 

Financial Assistance 

HM 

10 Days 

DEO/AEO 

DDE 

8 

Receipt of Application for Pre-Metric HM 

Scholarships, Processing & online entry 

30 Days 

DEO/AEO 

DDE 

9 

Supply of Information & Documents 

under RTI Act 

HM 

30 Days 

DEO/AEO 

State 

Information 

Commissioner 

10 

Distribution of Text Book & Uniform 

HM 

Time Bounded 

DEO/AEO 

DDE 

11 

Noon-Meal, Egg & Milk Supply. 

HM 

Time Bounded 

AEO 

DDE 

Details of Service offered by Office of the Principal, Diet 

SI. 

No. 

Name of 

Activity 

Designated 

Officer 

Time Limit 

in Days 

First Appellate 
Authority 

Second Appellate 
Authority 

1 

TTC/D.Ed. Course 

2 Year 

DD(E) 

ADPI 

DPI 

2 

Orientation Programmes for Parents/ 
IED/Resource Teachers/Prerak’s/ 

SMC/PTA 

Need Based 
(1 to 10 days) 

Principal 

ADPI 

DPI 

3 

LSS/USS Certificates 

1 Months (After 

the Publication 

of Result) 

Principal 

ADPI 

DPI 


Thiruvananthapuram. 


(Sd). 

Director of Public Instruction. 
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